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Item 
No. Description Retention 

SCHEDULE C641 

01 

(TH IS SCHEDULE REPLACES SCHEDULE C-503, 
DATED 10/2/79) 

General Account ing Records - C l a s s I 

Journa l Vouchers ( e n t r i e s ) 
T r a n s a c t i o n Cards 
Cash Rece ip t s r e l a t e d to Grants or 

C a p i t a l P r o j e c t s 

02 

05 

General Account ing Records - C l a s s I I 

Cash r e c e i p t s not i n c l uded i n C l a s s I above 
P r i n t shop t i c k e t s 
Stockroom i s s u e s 
F i l e maintenance c h a r t s 
Warehouse r e q u i s i t i o n s 
I n v o i c e s & backup from m i s c . b i l l i n g s 

PAYROLL 

P a y r o l l T imesheets 

R e t a i n o r i g i n a l s i n 
records center u n t i l 
m i c r o f i l m v a l i d a t e d , 
unmic ro f i lmed 
o r i g i n a l s and m i c r o 
f i l m must be r e t a i n e d 
u n t i l c a p i t a l p r o j e c t 
a u d i t requirements are 
met, then d e s t r o y . 

Re ta in f o u r (4 ) y e a r s 
and u n t i l a l l a u d i t 
requirements have been 
met, then d e s t r o y . 

Re t a i n i n work area 
one (1) y e a r ; i n 
Records Center two (2) 
y e a r s , then d e s t r o y . 
To ta l r e t e n t i o n per i od 
three (3) . years ' ' - , ' 

Schadula Approval by D»portm»nt, 
Agwiey, or Dlvlilen R«pr*t*ntatlv* 

Controller 
;— /chief, .Admin. Officer 

Sehtdul* Authorlivd t>y 
Hall of Records Commlolon 
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R E V - 2 / 7 5 ( C O N T I N U A T I O N S H E E T ) 

S C H E D U L E 
N 0- C641 
P A G E 

N O . 2 o f 13 

$: Description Retention 

06 P a y r o l l R e g i s t e r , and Deduct ion/Other 
Ea rn ing s Report 

R e t a i n hard copy 
r e p o r t f o r c u r r e n t 
y e a r in work a r e a , and 
then d e s t r o y . M i c r o 
f i c h e are c rea ted a t 
time hard copy r e g i s 
t e r s are c r e a t e d . 
Re t a i n m i c r o f i c h e f o r 
s i x (6 ) y e a r s , then 
d e s t r o y . 

07 W-2 Emp loyer ' s Copy (Year End O n l y ) , 
941 P roo f s and W-2 A u d i t Tape 

Re ta i n f o r s i x (6 ) 
y e a r s , then d e s t r o y . 

08 

ft 

S o c i a l S e c u r i t y L i s t i n g Re ta in l a t e s t l i s t i n g 
i n work a r e a ; d e s t r o y 
a l l o t h e r s except f o r 
y e a r end; m a i n t a i n 
l a t e s t y e a r end r e p o r t 
i n work area u n t i l 
next y e a r end r e p o r t i s 
reviewed i n February , 
then send p r i o r y e a r 
end r e p o r t s to Records 
Center and r e t a i n f o r 
s i x ( 6 ) y e a r s , then 
d e s t r o y . 

09 C a n c e l l e d P a y r o l l Checks , 
U.S. S a v i n g s Bonds Report 

Re t a i n f o r three (3) 
y e a r s , then d e s t r o y . 

10 Automated C l e a r i n g House (ACH) L i s t i n g Re t a i n f o r three (3) 
months i n work a r e a , 
then d e s t r o y . 

11 Personnel A c t i o n A u t h o r i z a t i o n s ( P A A ' s ) Re t a i n two y e a r s i n 
the work a r e a , then 
d e s t r o y . (Note : 
Personnel m a i n t a i n s 
o r i g i n a l s ) . 

12 

1 

Employer Deduct ion Report 
(by type o f deduct ion ) 

Re ta in 12-31 and 6-30 
r e p o r t u n t i l the 
complet ion o f the 
y e a r - e n d f i n a n c i a l 
a u d i t , then d e s t r o y . 
Hold weekly r e p o r t 
u n t i l the next r e p o r t 
i s a v a i l a b l e , then 
d e s t r o y . 
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SCHEDULE 

PACE 
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Description Retention 

13 

1 
Hours R e g i s t e r ( supplementary r epo r t 
l i s t i n g hours repor ted on the t imesheet s 

R e t a i n m i c r o f i c h e f o r 
the c u r r e n t y e a r i n the 
work a r e a . A f t e r y e a r -
end, send to R i s k Man
agement f o r t h e i r u se . 

I 4 Journa l E n t r i e s Re l a ted to P a y r o l l Re t a i n f o u r (4 ) y e a r s , 
then d e s t r o y . 

15 Labor D i s t r i b u t i o n Report (changes t h a t go 
i n t o a p p r o p r i a t i o n s s ta tements produced in 
m i c r o f i c h e a f t e r each p a y r o l l r u n ; y e a r to 
date summary produced monthly) 

Re t a i n m i c r o f i c h e 
record copy f o r p a s t FY 
in work a r e a . When c u r 
ren t FY i s complete , 
send p r i o r FY to s t o r e -
age area and r e t a i n f o r 
s i x (6 ) y e a r s , then 
d e s t r o y . 

FIXED ASSET SYSTEM 

Cumulat ive T r a n s a c t i o n L i s t i n g R e t a i n l a t e s t monthly 
l i s t i n g in work a r e a ; 
r e t a i n most recent 
June 30th r e p o r t i n 
work a r e a ; d e s t r o y a l l 
o ther monthly l i s t i n g s ; 
r e t a i n p r i o r f ou r (4 ) 
y e a r s o f June 30th r e 
p o r t s i n Records 
Center ( p r i o r to most 
recent June 30th 
r e p o r t ) , then d e s t r o y . 

19 Add S l i p s De s t roy a f t e r e d i t has 
been c o r r e c t e d and 
updated. 

2C Update L i s t i n g Re ta in two ( 2 ) years, 
i n work area, ' * then ' 
d e s t r o y . • \ 

P I - M i 
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21 A s s e t by Fund L i s t Re t a i n l a t e s t monthly 
l i s t i n g in work a r e a ; 
r e t a i n most recent 
June 30th r e p o r t i n 
work a r e a ; d e s t r o y a l l 
o ther monthly l i s t i n g s ; 
r e t a i n p r i o r f o u r (4 ) 
yea r s o f June 30th r e 
p o r t s in Records Center 
( p r i o r to most recent 
June 30th r e p o r t ) , 
then d e s t r o y . 

SUPPORT 

24 D a i l y L i s t i n g Re t a i n most recent 6 
months in work a r e a , 
d e s t r o y a f t e r s i x (6 ) 
months. 

•V P r e - P o s t i n g E d i t Re t a i n most recent 
three (3) months , then 
d e s t r o y . 

26 P o s t i n g A c t i v i t y J o u r n a l ; 
Check R e g i s t e r 

Re ta in c u r r e n t y e a r i n 
work area and p r e v i o u s 
y e a r in Records 
Cen te r ; d e s t r o y p r i o r 
y e a r s . 

VEHICLE REPORTS 

32 T r a n s a c t i o n Proo f L i s t i n g ; 
E d i t E r r o r L i s t i n g 

Re t a i n most recent s i x 
(6 ) months i n back 
s t o r a g e a r e a ; d e s t r o y 
a f t e r s i x (6 ) months.. 

DISBURSEMENT REPORTS 

34 

• 
Finance P o s t i n g s R e t a i n c u r r e n t f i s c a l 

y e a r in work a r e a ; 
p r e v i o u s f i s c a l y e a r 
in back s t o r a g e area , 
u n t i l comp le t ion o f 
annual a u d i t ; then 
d e s t r o y . 

P* - M S 



F O R K ( - R M i 1 A , 
R E V . 2/7S 

RECORDS RETENTION AND DISPOSAL SCHEDULE 
( C O N T I N U A T I O N S H E E T ) 

SCHEDULE 
N 0 - C641 

PAGE 
N 0 - R n f 13 
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35 

• 

Check Cop ies ( p i n k ) - C a p i t a l P r o j e c t s R e t a i n two y e a r s a f t e r 
a u d i t , then d e s t r o y . 

36 C a p i t a l P r o j e c t s Fo lde r s - I n v o i c e s Re ta in two y e a r s a f t e r 
and Suppo r t i n g Documents a u d i t , then d e s t r o y . 

37 Check Cop ies ( p i n k ) - A l l Other Funds Re t a i n f i v e ( 5 ) y e a r s : 
I n v o i c e s and Suppo r t i n g Documents - c u r r e n t y e a r in work 
A l l Other Funds. V e r i f i c a t i o n o f boxes a r e a , p r i o r y e a r in 

r equ i red to separa te c a p i t a l p r o j e c t s back s t o r a g e , three ( 3 ) 
y e a r s in Records 
Center . 

3c Check R e g i s t e r Re ta in hard copy f o r 
one (1) y e a r in work 
a r e a ; t h e r e a f t e r 
conver t to m i c r o f i c h e . 
Des t roy hard copy 
f o l l o w i n g v a l i d a t i o n 
o f m i c r o f i c h e . R e t a i n 
m i c r o f i c h e f o u r (4 ) w y e a r s or upon formal 
s u p e r v i s o r ' s g u i d a n c e , 
then d e s t r o y . 

3< 1099 Proo f L i s t i n g Re t a i n one (1) y e a r i n 
back s t o r a g e a r e a , 
then d e s t r o y a l l but 
one copy. R e t a i n one 
copy s i x ( 6 ) y e a r s and 
u n t i l a l l a u d i t 
requi rements have been 
met, whichever i s 
l o n g e r , then d e s t r o y . 

4( Check Cop ies ( g reen ) R e t a i n u n t i l a l l 
a u d i t requirements 
have been met. 

4] Vendor H i s t o r y Re ta in hard c o p i e s 
f o r c u r r e n t f i s c a l 
y e a r . A t end o f FY 
conve r t to m i c r o 
f i c h e , d e s t r o y hard 
copy f o l l o w i n g v a l i d a 
t i o n o f m i c r o f i c h e . 

1 Re ta i n m i c r o f i c h e copy 
f o r 25 y e a r s , then 
d e s t r o y . 

P I . §41 



FORM R* IA RECORDS RETENTION AND DISPOSAL SCHEOULE 
R E V - 2 / 7 5 ( C O N T I N U A T I O N S H E E T ) 

SCHEOULI 
N 0 ' C641 
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42 D i r e c t Payment App rova l s M i c r o f i l m and r e t a i n 
f i v e y e a r s , then 
d e s t r o y . 

45 

NONDISBURSEMENT DATA REPORTS 

Batch E d i t Report s Re t a i n c u r r e n t and 
p rev ious month in work 
a r e a s ; d e s t r o y p r i o r 
months. 

46 P o s t i n g s Re t a i n c u r r e n t f i s c a l 
y e a r p o s t i n g s i n back 
s t o r a g e a r e a ; p r e v i o u s 
f i s c a l y e a r in work 
area u n t i l complet ion 
o f annual a u d i t ; then 
d e s t r o y . 

r Month End C o n t r o l s Re ta in c u r r e n t y e a r i n 
work a r e a ; p rev i ou s 
yea r in back s t o r a g e 
a r e a ; d e s t r o y p r i o r 
y e a r s . 



F O R M - R t t - 1AT 
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Description Retention 

54 

r 

FINANCIAL REPORTS 

F i n a n c i a l y e a r end r e p o r t s produced a f t e r f i s c a l ye 
a l l monthly r e p o r t s are on m i c r o f i c h e beg inn ing in 
r e t e n t i o n pe r i od s l i s t e d f o r record s e r i e s #55 thru 
records produced a f t e r f i s c a l y e a r 1972. Re ta in th 
permanently in work a r e a s . Re t a i n a l l y e a r end rep 
1972 permanently or u n t i l s e c u r i t y and o p e r a t i o n a l 
made. Note: Repor t s f o r the per i od o f December, 1 
not on m i c r o f i c h e , t h e r e f o r e , r e t a i n permanently in 
o p e r a t i o n a l m i c r o f i c h e c o p i e s can be made. 

F i l e Maintenance L i s t i n g s 

General Ledger S ta tement ; General Ledger 
Summary; Revenue S ta tement ; Revenue 
Summary; A p p r o p r i a t i o n S ta tement ; 
A p p r o p r i a t i o n Summary; C a p i t a l 
P r o j e c t s Summary 
General Ledger T r a n s a c t i o n L i s t i n g ; 
Revenue T r a n s a c t i o n L i s t i n g ; Appro 
p r i a t i o n T r a n s a c t i o n L i s t i n g 

Cos t Report s ( B u i l d i n g s & Grounds, Garage , 
P.W. Parks & R e c r e a t i o n ) 

Cos t Report s - Work Orders 

C o s t Repor t s - G ran t s 

Cos t Repor t : 990 ( H e a l t h Department) 

C a p i t a l P r o j e c t Grant A n a l y s i s & A n a l y s i s Report 

i r 1972 are on m i c r o f i c h e ; 
F i s c a l yea r 1977. The 
#60 app l y on l y to those 

i m i c r o f i c h e c o p i e s 
) r t s p r i o r to f i s c a l yea r 
n i c r o f i c h e c o p i e s can be 
)85 thru M a r c h , 1987 are 
s t o r a g e area or u n t i l 

Re t a i n c u r r e n t f i s c a l 
yea r in work a r e a ; 
p rev ious f i s c a l y e a r 
i n work area u n t i l com
p l e t i o n o f annual 
a u d i t , then d e s t r o y . 

R e t a i n most recent 
f o u r (4 ) months in 
work a r e a , d e s t r o y 
a l l o t h e r s . 

W%m M S 
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56 

1 
Open Encumbrances L i s t i n g R e t a i n c u r r e n t month 

l i s t i n g ; d e s t r o y a l l 
p r i o r months except 
June 30th r e p o r t . 
Re t a i n June 30th 
r e p o r t u n t i l comple
t i o n o f annual a u d i t , 
then d e s t r o y . 

58 Cumulat ive T r a n s a c t i o n L i s t i n g 
(1972 to 1976) ( a l r e a d y converted to 
m i c r o f i c h e ) 

Re t a i n i n work area 
f o r 25 y e a r s , then 
d e s t r o y . 

59 

• 
Year End C l o s i n g Report s 

( C a p i t a l P r o j e c t C l o s e o u t ) 
M a i n t a i n one y e a r in 
back s t o r a g e a r e a , 
then r e t a i n in Records 
Center 25 y e a r s or 
u n t i l m i c r o f i l m e d , 
then d e s t r o y a f t e r 
c a p i t a l p r o j e c t a u d i t 
requi rements are met. 

60 F ina l Repor t s ( a f t e r a u d i t ) Re t a i n in Records 
Center f o r 25 y e a r s or 
u n t i l s e c u r i t y and 
o p e r a t i o n a l m i c r o f i l m 
c o p i e s can be made, 
then d e s t r o y . 

CASH MANAGEMENT 

65 C o l l e c t i o n / D i s b u r s e m e n t Bank Account f i l e s 
wire t r a n s f e r s ; v o i d s , s p e c i a l check s , bank 
s t a t e m e n t s , tape i nput changes 

Re t a i n c u r r e n t f i s c a l 
y e a r in work a r e a . 
R e t a i n p r i o r f i s c a l 
y e a r in work area 
u n t i l account s have 
been r e c o n c i l e d and 
annual a u d i t complete ; 
t r a n s f e r to Records 
Center and r e t a i n f o r 
f o u r ( 4 ) years,~ then , ' \ 
d e s t r o y . 

PI - 141 
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66 

1 
P a y r o l l bank account f i l e s , S u p p o r t , 

Housing Rehab bank s t a t e m e n t s , cop ie s o f 
s p e c i a l c h e c k s , vo ided c h e c k s , w i re t r a n s f e r s 

Re t a i n c u r r e n t f i s c a l 
y e a r in work a r e a . 
R e t a i n p r i o r f i s c a l 
y e a r in work area u n t i l 
account s have been 
r e c o n c i l e d and annual 
a u d i t complete ; t r a n s 
f e r to Records Center 
and r e t a i n f o r f o u r (4 ) 
y e a r s , then d e s t r o y . 

67 

• 

Cedarhur s t Escrow Account - bank 
s t a t e m e n t s ; w i re t r a n s f e r s 

Re ta in c u r r e n t f i s c a l 
y e a r in work a r e a . 
Re t a i n p r i o r f i s c a l 
y e a r in work area u n t i l 
accounts have been 
r e c o n c i l e d and annual 
a u d i t complete ; t r a n s 
f e r to records s t o r a g e 
and r e t a i n f o r seven 
(7) y e a r s . 

68 Bank A n a l y s i s - monthly a n a l y s i s 
s ta tements prov ided by each major 
c o l l e c t i o n / d i s b u r s e m e n t bank 

Re ta i n hard copy in 
work area f o r c u r r e n t 
FY. Re t a i n p r i o r f i s 
ca l y e a r in work area 
u n t i l annual a u d i t i s 
complete , then d e s t r o y . 

6i Sweep Account Records - a manual hand
w r i t t e n log showing amount, i n t e r e s t 
r a t e , and i n t e r e s t ea rned ; c o n f i r m a t i o n s 

Re t a i n l og i n work area 
f o r two (2) y e a r s . 
C o n f i r m a t i o n s shou ld be 
r e t a i n e d u n t i l annual 
a u d i t i s complete. 
De s t roy log and 
c o n f i r m a t i o n s a f t e r 
a u d i t . 

P I . M t 
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70 

71 

72 

73 

74 

75 

76 

Cash Flow - WISMER System Report s 
(These f i l e s began in FY88 w i th 
i n s t a l l a t i o n o f the WISMER System) 

a . I npu t data 

b. H i s t o r y F i l e 

c . Cash P r o j e c t i o n s (one p r o j e c t i o n / 
month) 

Bank ! ink Report s - d a i l y b a l a n c e s , 
d e b i t s , and c r e d i t s ( c u r r e n t l y from 
4 major banks ) 

Wire T r a n s f e r F i l e s - manual 
c h r o n o l o g i c a l f i l e o f w i re t r a n s f e r 
l e t t e r s ; sepa ra te c h r o n o l o g i c a l 
f i l e o f o n - l i n e ( B a n k l i n k ) w i re 
t r a n s f e r s ( c o p i e s o f both types are 
a t t ached as back-up documentat ion to 
genera l j o u r n a l e n t r i e s and t r a n s a c t i o n 
c a r d s ) 

INVESTMENTS 

WISMER d a i l y r e p o r t s 

WISMER monthly r e p o r t s 
( r e p o r t s began in FY88 w i th 

i n s t a l l a t i o n o f the WISMER system) 

a . Investment purchase sheet genera l 
fund ( o r i g i n a l en t ry document) 

b. Inves tment purchase sheet s 
r e s t r i c t e d / r e b a t e funds 
( o r i g i n a l en t ry document) 

D a i l y b id shee t s 

Re t a i n i n work area 1 
y e a r , then d e s t r o y 
R e t a i n i n work area 5 
y e a r s ; then d e s t r o y 
Re t a i n i n work area 5 
y e a r s ; then d e s t r o y 

Re ta in i n work area f o r 
FY. Des t roy a f t e r 
annual a u d i t . 

Re t a i n i n work area 
through annual a u d i t 
p l u s one y e a r . Then 
d e s t r o y . 

R e t a i n i n work a r e a , 
6 months, then d e s t r o y . 

Re t a i n in work area 
f o r f i v e y e a r s , then 
d e s t r o y . 

R e t a i n FY records i n 
work area u n t i l annual 
a u d i t , t r a n s f e r to 
records s t o r a g e and 
m a i n t a i n f o r seven (7) 
y e a r s ; t h e r e a f t e r 
d e s t r o y . 

R e t a i n i n work area f o r 
c u r r e n t FY u n t i l annual 
a u d i t . Then d e s t r o y . 
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77 

• 

Repurchase agreements , w i re t r a n s f e r 
agreements , t r a d i n g a u t h o r i z a t i o n s 
( l e g a l c o n t r a c t s and documents) 

R e t a i n i n work area 
u n t i l t e r m i n a t i o n . 
T r a n s f e r to records 
s t o r a g e and r e t a i n f o u r 
( 4 ) y e a r s a f t e r 
t e r m i n a t i o n . T h e r e a f t e r 
d e s t r o y . 

GRANTS 

90 Grant Documentat ion F i l e s R e t a i n i n work area 
through s i n g l e a u d i t 
p l u s one (1 ) y e a r . 
Re ta in i n reco rd s 
s t o r a g e f ou r ( 4 ) y e a r s , 
then d e s t r o y . 

CANCELLED CHECKS 

P a y r o l l , Domest ic R e l a t i o n s 
and Detent ion Center Accounts 

Hard copy checks t h a t 
have not been m i c r o 
f i l m e d shou ld be 
r e t a i n e d i n the 
reco rd s center f o r 
f i v e ca l enda r y e a r s . 
I f not m i c r o f i l m e d , 
d e s t r o y a f t e r 5 y e a r s . 
Once m i c r o f i l m i s 
complete and v a l i d a t e d , 
hard copy checks shou ld 
be d e s t r o y e d . M i c r o 
f i l m c o p i e s shou ld be 
kept in F inance s t o r a g e 
area f o r f i v e c a l e n d a r 
y e a r s , then d e s t r o y e d . 
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9t General D i s b u r s i n g Accounts 
( P r i o r to Feb 1 , 1989) 

Hard copy checks t h a t 
have not been m i c r o 
f i l m e d shou ld be 
r e t a i n e d in the 
records center f o r 
f i v e c a l e n d a r y e a r s . 
I f not m i c r o f i l m e d , 
d e s t r o y a f t e r 5 y e a r s . 
Once m i c r o f i l m i s 
complete and v a l i d a t e d , 
hard copy checks shou ld 
be d e s t r o y e d . M i c r o 
f i l m cop ie s shou ld be 
kept i n F inance s t o r a g e 
area f o r f i v e c a l e n d a r 
y e a r s , then d e s t r o y e d . 

91 

• 
D i s b u r s i n g Accounts 

( A f t e r Feb 1 , 1989) 
Hard copy checks w i l l 
be r e t a i n e d a t the bank 
f o r s i x months , then 
d e s t r o y e d . M i c r o f i l m 
cop ie s shou ld be kept 
i n F inance s t o r a g e area 
f o r f i v e y e a r s , then 
d e s t r o y e d . 

9i C a p i t a l P r o j e c t s Account Hard copy checks shou ld 
be s t o r e d i n Records 
Center u n t i l a u d i t 
requ i rements are met, 
then d e s t r o y e d . M i c r o 
f i l m c o p i e s shou ld be 
s t o r e d i n F inance 
s t o r a g e area u n t i l 
a u d i t requi rements are 
met, then d e s t r o y e d . 

r > t - f 4 t 
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105 

106 

107 

CONTROLLER 

C o n t r o l l e r ' s A lpha F i l e s 

Bond T r a n s c r i p t s 

Department Personnel F i l e s 

Re t a i n i n work area f o r 
two y e a r s . T r a n s f e r to 
records s t o r a g e and 
r e t a i n f o r f o u r (4 ) 
y e a r s , then d e s t r o y . 

Re ta in in work area f o r 
three (3) y e a r s . 
T r a n s f e r to records 
s t o r a g e and r e t a i n 
f o r 100 y e a r s . 

Re ta in i n work area f o r 
two y e a r s a f t e r 
employee te rm ina te s or 
r e t i r e s , then d e s t r o y . 


